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We believe that everyone deserves to have fun.  People with special needs and disabilities 
often have less varied social interactions and opportunities than their able-bodied peers. 
 
KEEN exists to remove this imbalance by providing people with special needs and disabilities 
with new social interactions and opportunities. 
 
KEEN is a registered charity that provides social and recreational activities for people of all 
ages with special needs in the Oxford area.  We are completely inclusive and people with a 
wide range of special needs take part in our sporting, creative and social activities. 
 
Our volunteers are mostly students from Oxford’s two universities but a number study at local 
sixth form colleges or are professionals.   
 
KEEN is funded solely by donations and grants.  In addition GrEAT Members make a 
contribution to GrEAT’s running costs. 
 
This document sets out KEEN’s Policies, Guidance Notes and Procedures.  These have 
developed by the trustees.  They will be reviewed using a rolling programme such that each 
document will have been reviewed by the end of 2017 and revised where necessary. 
 
Throughout this document, the following terms are used: 
 
Athletes are session users who attend sessions other than GrEAT.  Those who attend GrEAT 
are referred to as Members and are usually aged over 21. 
 
Our volunteers at all sessions are sometimes also referred to as coaches.  
 

 
Paul Maryan 
Chair of Trustees 
January 2017 
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POLICIES 

Every organisation must set clear policies that dictate how it will be run and managed.  These 
must recognise statutory and other duties to operate in a particular way.   
 
The objective of KEEN’s policies is to provide an unambiguous set of rules against according to 
which we will operate.   
 
Please note that we also provide guidance and procedures in other areas.  The role of our 
guidance is to assist in decision making where we feel that it may be needed and where we 
need to retain a degree of flexibility in how we operate.  Our procedures provide a clear 
framework within which KEEN operates. 
 
 
This procedure was reviewed in April 2017 
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KEEN Athlete and GrEAT Member Acceptance Policy 
 
The objective of this policy is to clearly state the conditions under which we will accept  
 
Athletes into KEEN and Members into GrEAT and the circumstances under which applications 
will be rejected. 
 
KEEN’s policy is to accept all children and adults with special needs wherever possible. 
However we recognise that we have a duty to keep the people in our care safe and secure.  This 
means that in some instances we will not be able to cater for all people that want to come to 
KEEN or GrEAT.  This might be where the particular needs of the person simply cannot be met 
or where the behaviour of the person puts other KEEN or GrEAT users or Volunteers at risk. 
In all cases our policy is to seek other solutions so that we can accept the applicant to join us.   
These solutions may be to invite a parent or carer to accompany the person to a KEEN or 
GrEAT session, or to provide specialist equipment and operators.  Only where all reasonable 
avenues have been fully explored and found to be inappropriate or inadequate will we reject an 
application 
 

Registration 

An Athlete or Member cannot attend any KEEN or GrEAT session unless they are registered 
with us. 
 
Athletes or Members must have some form of specific need.  Siblings of a current KEEN  
 
Athlete with a specific need will be accepted into individual sessions at the Coordinator’s 
discretion. 
 
The Coordinator must judge that the Athlete or Member is able to gain significant benefit from 
attending KEEN or GrEAT sessions in terms of physical, social, educational or emotional 
development. 
 
The Coordinator must judge that the Athlete or GrEAT Member’s needs can be adequately and 
safely catered for. 
 
The Coordinator must judge that the KEEN Athlete or GrEAT Member can attend sessions 
without causing excessive disruption/damage or presenting a threat to the safety of those 
attending the sessions. 
 
Parents/carers must have returned enough information on the Athlete or Member for the  
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Coordinator to produce a complete profile card describing the Athlete or Member’s specific 
needs and any issues that require management such as physical difficulties, challenging 
behaviour, medical conditions, etc. 
 

Criteria for Exclusion of registered Athletes or Members 

Athletes or members may be excluded from KEEN or GrEAT only after a joint decision by the 
Coordinator and trustees for any of the reasons listed below. We will endeavour to work with 
parents/carers and professionals to find alternate strategies for working with the Athlete or 
Member before exclusion is considered.  In all cases we will consult parents/carers throughout 
the decision making process.  If the underlying causes of the Athlete or Member’s unsuitability 
have changed since exclusion then the Athlete or member will be considered for re-admission. 
 
An Athlete or Member may be excluded because it is judged that: 

● We cannot adequately or safely cater for the Athlete’s or Member’s needs at sessions 
we run. 

● The Athlete or Member is no longer able to gain significant benefit from attending our 
sessions. 

● The Athlete or Member may pose a serious risk to the safety of others or cause them 
serious distress. 

● The Athlete or Member may cause significant damage to property during our sessions. 
 

The right to Appeal 

The parent or carer of an Athlete or Member (or the Member themselves) have the right to 
appeal any decision to reject an application to the Chair of KEEN Trustees. 
 
 
This Policy was reviewed in November 2016. 
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KEEN Volunteer Recruitment Policy 
 
Volunteers are essential to the running of KEEN.  As with our Athletes and Members, we have 
a ‘drop in’ approach such that Volunteers are not required to make long term commitments, 
although this is encouraged. 
 
We realise that ideally all Volunteers must undertake a DBS check before they attend a KEEN 
or GrEAT session.  In practice this is not possible and will act as a barrier to Volunteer 
recruitment.  For this reason, all Volunteers attending who have not been DBS checked will be 
viewed as being a trainee Volunteer.  While our policy is for no Volunteer to be left alone with 
an Athlete or Member at any time, the Coordinator will ensure that this policy is strictly 
enforced for all trainee Volunteers.   
 
We will not allow any trainee Volunteer to attend more than three sessions without submitting 
a DBS check.  A Volunteer who has attended three sessions or more and who has been the 
subject of a DBS check and has undertaken Safeguarding training will no longer be considered 
as a trainee. 
 

Recruitment 

Recruitment of Volunteers is the responsibility of the KEEN and GrEAT Coordinators.   
All Volunteers must meet the admission criteria. 

Admission Criteria 

Every Volunteer coach must: 
1. Be aged 16 or over. 
2. Complete a DBS disclosure form and allow the DBS to inform KEEN of its findings. 
3. Undertake appropriate Safeguarding Training as directed by the Coordinator 
4. Complete the New Volunteers Registration Form as part of their first session. 
5. Be given a copy of and agree to abide by the Code of Conduct for Coaches. These 

guidelines should be explained to them before the start of their first session whenever 
possible. 

 
KEEN reserves the right to refuse admission to any Volunteer at any time if the Coordinator or 
a trustee has reason to believe any of the following: 

1. The Volunteer does not undertake DBS checks or does not complete appropriate 
Safeguarding training 

2. The Volunteer has a history of criminal activity as revealed by their DBS disclosure. 
3. The Volunteer is not able to provide safe, appropriate and consistent care for Athletes 

or Members. 
4. There is concern that admitting that Volunteer to a session may put the safety or 

welfare of Athletes, Members or other Volunteers at risk. 
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5. The Volunteer is not considered to be physically or mentally fit to care for Athletes or 
Members. 

6. If the Coordinator has reason to believe that the Volunteer has been drinking or taking 
drugs. 

 

Conduct of Volunteers 

Volunteers must be aware that they will become role models for KEEN Athletes and Members. 
They must also be aware that while wearing the KEEN logo they are in effect ambassadors for 
KEEN.  Volunteers are therefore encouraged to act appropriately. 
 
KEEN Volunteers enjoy an active social life as part of their involvement with KEEN and this is 
encouraged.  However, where Volunteers are under the legal drinking age they are reminded 
of their legal obligations not to drink alcohol and older Volunteers are similarly reminded of 
their obligation not to provide alcohol for under-age consumption. 
 
The Volunteer Code of Conduct can be found in the Guidance section of this document. 
 
 
This policy was revised in November 2016. 
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KEEN Safeguarding Policy 
 
Safeguarding those in our care is of the utmost importance to KEEN.  This includes our 
Volunteers as well as our Athletes and Members.  The objective of this policy is to ensure that 
we meet our obligations in this area and that the measures that we put in place are robust. 
 

Summary 

All KEEN employees and Volunteers are responsible for ensuring the wellbeing of Athletes and  
Members attending KEEN and GrEAT and especially those placed into their care.   
 
This means that if abuse of any nature (physical abuse, emotional abuse, sexual abuse or 
neglect) of an Athlete or Member is suspected it should be reported to the Safeguarding 
Officer (who is usually the KEEN Coordinator) or one of the trustees as soon as possible.  They 
will then inform social services if necessary. 
 
It is NOT the duty of KEEN employees or Volunteers to investigate suspected abuse, but it is 
important to listen to what an Athlete or Member is saying and to pass on any concerns using 
the method described above.  Here it is important to report what was said accurately without 
trying to interpret the words used by the Athlete or Member. 
 
At KEEN and GrEAT activities, all employees and Volunteers will take all necessary and 
practicable steps to protect the wellbeing of KEEN Athletes and GrEAT Members, which 
includes not putting themselves in a potentially compromising situation. This means, wherever 
possible, staying with their groups and ensuring that no Volunteer is left alone in a room with 
an Athlete or Member at any time. 
 
N.B. Please see the Volunteer Recruitment Guidance for details of procedures for the 
admission of volunteers which relate to Safeguarding. 
 

Our safeguarding policy 

KEEN has produced this policy document as a statement of its belief in the right of every child 
and vulnerable adult to be valued and treated with dignity and respect.  It affirms its desire to 
promote the welfare of all children, young adults and vulnerable adults, acknowledging their 
right to be safe and their need to flourish in an atmosphere of trust. 
 
This policy has been designed to meet the needs of all Athletes and Members attending 
sessions at KEEN and GrEAT.  It recognises that some children, young adults and vulnerable 
adults have specific needs and consideration is given to these needs with regard to the 
application of the major elements of this policy. 
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Our statement on Safeguarding is as follows: 
 
“KEEN aims to ensure the effective prevention of abuse by helping Athletes and Members to develop 
self-esteem and self-confidence, with the skills and knowledge to protect themselves, as far as they are 
able, and the effective management of suspicions of significant harm to Athletes and Members and 
subsequent referrals.” 
 
KEEN recognises the importance of: 

1. Promoting awareness of the issues surrounding Safeguarding amongst employees, 
trustees and Volunteers.  They should be familiar with what child abuse is and have to 
hand information about its common indicators. 

2. Volunteers and staff being aware of the importance of keeping adequate records.  This 
provides the means of building up a clear picture of the Athlete or Member and of 
noting when there are concerns about the welfare of an individual or when there is a 
suspicion of significant harm to an Athlete or Member and a referral is made to Social 
Services.   

3. Ensuring that adequate training in Safeguarding is provided to the Safeguarding Officer 
and that appropriate training and information on Safeguarding is made available to all 
Volunteers and trustees 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This Policy was reviewed in November 2016. 
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KEEN Medication Policy 
 
KEEN’s insurance policy does not cover us for administering any medication of any kind.  As a 
result, all KEEN Volunteers, employees and trustees are expressly forbidden from 
administering medication, including prescription medication.  This does not preclude parents 
or guardian from administering medication during a KEEN session when no KEEN staff 
member, Volunteer or trustee is involved in any way in the process. 
 
Parents or carers requesting that KEEN Volunteers, employees or trustees administer 
medication or take responsibility for the administration of medication of any kind must be 
informed of this policy. 
 
What is permissible however is that a KEEN Volunteer, employee or trustee can observe and 
report back if an Athlete or Member has taken their own medication providing that they are 
not involved in any other way. 
 
 
This policy was reviewed and revised in January 2017. 
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KEEN Behaviour Policy 
 
The objective of this policy is to ensure that our policy of accepting as many disabled children 
and adults to our sessions as possible does not negatively impact on the enjoyment of others 
where attendees exhibit challenging behaviour.   
 
KEEN tries to ensure that all Athletes and Members can enjoy the sessions that they attend.  
Every person is valued equally and our aim is to enable the Athletes and members to show 
equal respect for each other also. 
 
We acknowledge the diversity and range of needs of our Athletes and Members and that this 
can impact on specific behaviours. We also recognise that there are many underlying causes 
for behaviours and wherever possible, care must be taken by employees and Volunteers to 
consider each situation individually and to take into account any underlying causes which may 
or may not affect the behaviour of our Athletes and Members. 
 
In our aim to promote good behaviour and equal respect for all people who attend each 
session, KEEN’s policy is to: 

● Provide safe environments for sessions to take place in. 
● Ensure that employees are trained in issues surrounding behaviour and behaviour 

management.  
● Ensure that Volunteers are aware of the issues surrounding behaviour and behaviour 

management and are given opportunities to learn more about them. 
● Discuss openly serious incidents with parents/carers and involve them in the 

development of mitigation strategies. We will make a record of this discussion and 
consider how best to include the Athlete or Member in question in future activities 
without a repetition of the incident. 

● Inform parents/carers of any damage done by the Athlete or Member they are caring 
for to property, whoever it is owned by. Parents/carers/Members will be expected to 
reimburse the cost of any damage done to equipment and/or property via bad 
behaviour. 

 
If any Athlete or Member has been involved in what KEEN considers to be a serious incident, 
KEEN has the right to refuse him/her admission to sessions until the underlying causes of the 
behaviour in question have been adequately addressed. 
 
 
This policy was reviewed in January 2017. 
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KEEN Athlete Alcohol Policy 
 
KEEN has a ZERO alcohol and substance tolerance policy for all Athletes, Volunteers and 
parents/guardians when attending KEEN Zig-Zag, AllSorts, and KEEN Teens.  Any Volunteer, 
Athlete or parent/guardian who attends a session drunk will be asked to leave. 
 
However, outside of these sessions we support the right of athletes over the age of 18 to 
consume alcohol when: 

● It will not cause any kind of detrimental effect when taken with the Athletes’ 
medication. 

● It will not cause behaviour or mood changing outcomes that will negatively impact on 
the Athlete, Volunteers or fellow session or event attendees. 

● They are not drunk or under the influence of other substances. 
● The session does not involve any under-age Athletes. 

 
In taking this approach we recognise that we also have to seek the views of the Athletes’ 
parents or guardians.  We will do this by regularly asking for their views and comments.  During 
this process we will also seek to highlight known issues with alcohol and medication and 
alcohol and behaviour/mood swing that relate to their Athlete. 
 
However, we understand that only where the parent or guardian is also the Athlete’s Court 
Appointed Deputy can the wishes of the parents or guardian be considered above those of the 
adult Athlete. 
 
We will implement this policy by adding the views of the parents or guardians to the Athlete’s 
profile card along with notes on any potential issues with alcohol and medication and where 
the potential for alcohol to cause behaviour or mood change issues.  Where an issue is 
identified we will actively discourage the Athlete from purchasing or consuming alcohol.   
In all other cases we will encourage moderation and expect Volunteers to set a good example 
in this regard.  We recognise that we have no legal right to prevent an over 18 Athlete from 
drinking unless the Athlete has a Court Appointed Deputy who has directed us to do so.  In all 
cases we will not seek to physically constrain the Athlete from purchasing alcohol even when 
we deem it to be inappropriate. 
 
In cases where Athletes disregard our advice we reserve the right not to include that Athlete in 
any KEEN event where alcohol is available.  In the case where an Athlete brings alcohol to a 
session by way of refreshment, we reserve the right to bar the Athlete from all KEEN activities 
if they fail to stop this practice at our request. 
 
 
This policy was reviewed and revised in January 2017. 
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GrEAT Alcohol Policy 
 
The purpose of this policy is to describe the approach that KEEN will take to those GrEAT 
Members over the age of 18 who wish to drink alcohol at a KEEN session or KEEN event.  This 
will apply when any GrEAT sessions held in a pub and any end of year Balls or similar party 
events where alcohol is available. 
 
We support the right of Members over the age of 18 to consume alcohol when: 

● It will not cause any kind of detrimental effect when taken with medication. 
● It will not cause behaviour or mood changing outcomes that will negatively impact on 

the Members, Volunteers or fellow session or event attendees. 
● They are not drunk or under the influence of other substances. 
● It is appropriate for the session being attended.  Members will be actively discouraged 

from bringing alcohol to a general GrEAT session.  
● The session does not involve any under-age Athletes. 

 
In taking this approach we recognise that we also have to seek the views of the Members’ 
parents or guardians.  We will do this by regularly asking for their views and comments.  During 
this process we will also seek to highlight known issues with alcohol and medication and 
alcohol and behaviour/mood swing that relate to their Member. 
 
However, we understand that only where the parent or guardian is also the Member’s Court 
Appointed Deputy can the wishes of the parents or guardian be considered above those of the 
adult Member. 
 
We will implement this policy by adding the views of the parents or guardians to the Member’s 
profile card along with notes on any potential issues with alcohol and medication and where 
there is the potential for alcohol to cause behaviour or mood change issues.  Where an issue is 
identified we will actively discourage the Member from purchasing or consuming alcohol.   
 
In all other cases we will encourage moderation and expect Volunteers to set a good example 
in this regard.  We recognise that we have no legal right to prevent an over 18 Member from 
drinking unless the Member has a Court Appointed Deputy who has directed us to do so.  In all 
cases we will not seek to physically constrain the Member from purchasing alcohol even when 
we deem it to be inappropriate. 
 
In cases where Members disregard our advice we reserve the right not to include that Member 
in any KEEN event where alcohol is available.  In the case where a Member brings alcohol to a 
session by way of refreshment, we reserve the right to bar the Member from all KEEN 
activities if they fail to stop this practice at our request.. 
 
Any Volunteer, Member or parent/guardian who attends a session drunk will be asked to leave. 
 
 
This policy was reviewed and revised in January 2017. 
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KEEN Money Laundering Policy 
 
This policy is necessary in order to comply with the Money Laundering Regulations 2003, 
which require processes to be put in place to avoid the possibility of money laundering. 
KEEN is committed to ensuring that all necessary safeguards are in place with regards to the 
receipt of money by the Charity in order to avoid the Charity being used to launder money that 
may originate from the proceeds of crime. 
 
The Charity's Designated Money Laundering Officer is the GrEAT Coordinator. 
 
During their period of induction the GrEAT Coordinator must familiarise themselves with the 
current Money Laundering Regulations and ensure that KEEN is compliant with them. 
 
 
This policy was reviewed in January 2017. 
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KEEN Equality and Diversity Policy 
 
KEEN is committed to the promotion of equality, diversity and the prevention of discrimination 
towards any person who is involved with its activities. This applies to anyone involved with 
KEEN. Discrimination or harassment in any form on the grounds of: age; colour; disability; 
ethnic origin; gender, gender reassignment, sexual orientation, marital or civil partnership 
status; nationality; national origin; parental status; pregnancy or maternity; race; religion or 
belief will not be tolerated and will be challenged. 
 
In order to be successful, everyone involved with KEEN must carry out this policy.  
 
 
This policy was reviewed in April 2017. 
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KEEN Data Protection and Document Retention Policy 

The need for this policy 

In undertaking our various activities KEEN finds it necessary to hold various items of 
information.  This Data Protection and Document Retention Policy describes how this 
information will be kept and managed with the intention of complying with the Data 
Protection Act 1998 and ensuring that information is retained for the minimum period of time 
and in a safe and secure way. 
 

The Data Protection Act 

It is our understanding that KEEN does not need to register (and is therefore not registered) 
with the Information Commissioners Office as we qualify for the following exemption: 
 
“You must: 

● only process information necessary to establish or maintain membership or support; 
and 

● only process information necessary to provide or administer activities for people who 
are members of the organisation or have regular contact with it; and 

● only share the information with people and organisations necessary to carry out the 
organisation’s activities. Important - if individuals give you permission to share their 
information, this is OK (you can still answer ‘yes’); and 

● only keep the information while the individual is a member or supporter or as long as 
necessary for member/supporter administration.” 

 
However, that does not exempt us from the Data Protection Act itself and the GDPR.  The 
principles of the Data Protection Act are listed below. 
 
Principle 1: Processing data fairly and lawfully.  This requires KEEN not to use or disclose 
information such that it causes a negative effect on others. 
 
Principle 2: Processing data for specified purposes.  For an organisation that is exempt from 
registration with the ICO such as KEEN it is therefore important that we make the purpose for 
which data is to be used obvious to all concerned.  This must relate solely in connection with 
our charitable activities. 
 
Principle 3: Data should be adequate, relevant and not excessive.  This means that KEEN must 
therefore not capture excessive or irrelevant data and must make every effort that 
information we hold does not become irrelevant with time. 
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Principle 4: Data should be accurate and, where necessary, up to date.  It is the responsibility of 
all organisations collecting information to make sure that it is accurate and to ensure that it is 
updated on a regular basis. 
 
Principle 5: Data shall not be kept longer than necessary.  This reinforces the points made in 
Principles 3 and 4. 
 
Principle 6: Data shall be processed in accordance with the rights of individuals under the Act.   
This means that everyone has the right to receive a copy of the data KEEN holds on them on 
request and to object to the way their data is being processed. 
 
Principle 7: Data should be kept secure.  This not only involves the security of paper records, 
but electronic data as well. 
 
Principle 8: Data shall not be taken out of the European Economic Area unless the country in 
question has appropriate data protection legislation in place.  While this may not seem 
relevant to KEEN, some of our data is stored using services such as Dropbox and Mailchimp, 
whose servers are located in the US.  All relevant U.S. service providers are certified as 
adhering to the EU/US Safe Harbor Framework and Safe Harbor Principles and/or otherwise 
provide for the appropriate protection of personal data under binding contractual obligations. 
 
Our Data Protection and Retention Policy has been developed specifically to meet the 
requirements of the Data Protection Act and to represent good administrative practice. 
 

Our Data Protection and Retention Policy 

Our objectives 
● For KEEN to collect and retain the minimum information needed to function as a 

charity and to operate against our other policies and operating requirements. 
● When collecting data or information of any kind we will at all times be clear about 

specifically what information we are asking for, why we are asking for it and what we 
will do with it once we have it. 

● At all times KEEN will apply the highest levels of data protection that are practical, 
possible and affordable. 

● We will review and refresh the information that we hold on a regular basis and will set 
time limits for data retention. 

● Once we have finished with the information we hold we undertake to dispose of it in a 
responsible manner that will not compromise the privacy of anyone. 

 
The specific actions that we will take to achieve these objectives are: 

1. On an annual basis at the start of their tenure, the KEEN Coordinator will review the 
information and data that KEEN holds and will make recommendations to the KEEN 
trustees if any changes to the type, extent, detail or nature of the information KEEN 
holds are required. 
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2. All requests for data will be reviewed by at least 2 trustees who must confirm that they 
are content that the request is clear about specifically what information we are asking 
for, why we are asking for it and what we will do with it once we have it. 

3. All paper records must be kept under lock and key with access to them managed on a 
day-to-day basis by the KEEN Coordinator.  All requests to access information must be 
considered by the Coordinator and the Coordinator must manage the process of access 
to ensure that all records are replaced and that no unauthorised (and therefore 
uncontrolled) copies are taken.  Any copies of information that are required for a 
legitimate reason must be managed as rigorously as the originals. 

4. Where information such as Athlete or Member Profile Cards must be removed from 
the office for use at a KEEN session or event, these must be entrusted by the KEEN 
Coordinator to the sole responsibility of a single individual.  It will be the responsibility 
of this individual to ensure that the information placed into their keeping is kept as safe 
and secure as possible and that all items of information are accounted for and returned 
to the KEEN Coordinator to place back under lock and key.  If information is found to 
be missing, a full search must be undertaken for it.  Any loss of information must be 
reported to the KEEN Coordinator who must then inform the individual whose profile 
card has been lost, (or their parents and carers as appropriate) and the Chair of 
Trustees. 

5. Any electronic data or information must be located and/or accessed via a computer 
which has high levels of encryption, protected by a firewall provided by a reputable 
vendor and protected by an up-to-date and effective anti-virus programme.   

6. Any computer used to access KEEN information must be password protected to a high 
level.  The password must be at least 6 characters in length, at least 5 different 
characters, 3 classes of characters (classes are uppercase letters, lowercase letters, 
digits and punctuation characters).  It must be renewed at least every 8 weeks.  No 
KEEN computer containing information must be left on and ‘logged-in’.  The operator 
must press ‘ctrl+alt+del’ and select ‘lock this computer’ before leaving it. 

1. Where data is being backed up in a remote location the Coordinator must be satisfied 
that the data protection measures put in place by the supplier of the storage space are 
adequate.  If the site is located outside of the EU, this must comply with EU standards. 
(for example, certified as adhering to the EU/US Safe Harbor Framework and Safe 
Harbor Principles and/or otherwise providing for the appropriate protection of 
personal data under binding contractual obligations). 

2. The KEEN Coordinator should review the status of KEEN’s computer security at the 
start of their tenure, seeking professional advice if appropriate. 

3. All Athlete and Member Profile cards should be reviewed and updated annually.  If an 
Athlete does not attend any KEEN session for two years, their Profile card must be 
destroyed. 

4. All other data must be marked with a disposal date by the KEEN Coordinator or GrEAT 
Coordinator.  This should be based on what is considered to be the minimum time 
based on the nature of the information.  This should recognise and comply with any 
statutory requirement on KEEN to retain records for a minimum period of time. 

5. All paper records must be disposed of by shredding in such a way as to render the 
information illegible.  All electronic records should be destroyed using appropriate 
software. 
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This policy was revised in April 2017. 
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KEEN Health and Safety Policy Statement 
 
KEEN, as a voluntary organisation, is committed to providing and maintaining a healthy and 
safe working environment for anyone who may be affected by its activities. The day to day 
responsibility for ensuring implementation of this policy lies with the KEEN and GrEAT 
Coordinators. The overall responsibility for the reviewing of the health and safety policy lies 
with the trustees of KEEN.  
 
This statement applies to all activities within the control of KEEN. 
 
In order to achieve its aim, KEEN has the following key objectives:  

● as a minimum, to comply with requirements of relevant legislation;  
● to identify hazards (the potential for harm), assess risks (the likelihood of that 

harm being realised) and manage those risks;  
● to ensure that Volunteers, Athletes, Members and others are adequately 

informed of the identified risks and where appropriate receive instruction, 
training and supervision;  

● to consult and inform both Volunteers and the parents/carers of Athletes and 
Members on relevant health and safety matters;  

● to make arrangements for co-ordination and co-operation with other 
organisations where:  

● KEEN shares premises, facilities or activities with persons working in 
other organisations;  

● persons from other organisations are working in KEEN controlled 
activities;  

● to safeguard the environment from the effects of KEEN activities;  
● to monitor and review the effectiveness of KEEN’s arrangements and where 

appropriate to implement improvements.  
● to ensure that the demands of activities do not exceed the capabilities of 

Volunteers to carry out KEEN activities without risk to themselves or others. 
  

2. The KEEN and GrEAT Coordinators are responsible for ensuring compliance with 
Health and Safety Policy during the period of KEEN/GrEAT sessions or activities, 
including time during which Volunteers, Athletes and Members are arriving and 
departing within the time specified for the activities. The Coordinator is also 
responsible for undertaking all risk assessments including those associated with 
venues and day trips. 

3. Whilst KEEN accepts the main responsibility for implementation of this policy 
individuals have an important role in co-operating with those responsible to ensure a 
healthy and safe working environment. Individuals are required to abide by rules and 
requirements made under the authority of this policy.   

4. KEEN will seek to identify information on ‘near miss’ incidents as a means of identifying 
where changes in practice or procedure may be required to increase the safety of those 

 
21 

 



 

at KEEN.  These near miss incidents will be reported to the relevant Coordinator as 
soon as practical after the incident has occurred. 

 
This policy was reviewed in April 2017. 

 

 
22 

 



 

KEEN Trustee and Employee Policy and Procedure on 

Conflicts of Interests 
 
The Charity Commission confirms that a trustee has a legal obligation to: “Act responsibly and 
only in the interests of the charity” 
 
As a result it is the policy of KEEN that all trustees declare any conflicts of interest that they 
may have as soon as they arise. It is also good practice for all employees to abide by the same 
general principles and to register potential conflicts. 
 

What is a conflict of interest? 

If a KEEN trustee has to make a decision or undertake an action which might benefit another 
organisation offering the same or similar services to KEEN then this is a conflict of interest that 
must be declared.  The same goes if any of the actions of KEEN will benefit them personally, for 
example if KEEN buys goods or services that will lead to a KEEN trustee gaining financial 
benefit. 
A Conflict of Interest Statement template (“CIS”) is provided below.  The purpose of making a 
CIS is to ensure that any particular conflict of interest is properly recorded and then openly 
managed. 
 

What conflicts should be declared? 

As a general rule trustees and employees should include in a CIS details of any of their interests 
(or those of a family member) which could be seen as, or which could give rise to, a conflict with 
their position as a trustee of KEEN.  
By way of example, and without limitation, such matters will include: 

▪ Paid or unpaid employment or self-employment (including partnerships) by an 
organisation offering similar services to KEEN. 

▪ Activities to undertake fundraising or to seek financial or other benefits for a third 
party for similar activities to those provided by KEEN. 

▪ Activities to recruit Athletes, Members or Volunteers in preference to KEEN. 
▪ When activities being undertaken by KEEN will directly benefit financially the trustee 

or a member of their family. 
 
What should a trustee or employee do if they are unsure whether to declare a matter? 
If a trustee or employee is unclear whether something may give rise to a potential conflict of 
interest, they must contact the chair of trustees for guidance and always err on the side of 
caution.  
 
As a general guide they should ask themselves “Are there any circumstances in which my 
interest could cause material impacts on the operation and success of KEEN now or in the 
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future or will lead to embarrassment or damage the reputation of the KEEN?” If the answer is 
in the affirmative to any of these then they should declare the matter. 
 
“Family members” 
For the purpose of the CIS a person is treated as a member of your family if he or she lives 
within a trustee’s household or is a close relative (i.e. spouse, parents, siblings, child or 
grandchild). 
 

Failure to declare an interest 

Failure to declare a conflict of interest is contrary to the legal obligation placed on trustees and 
as a result may lead to the trustee being asked to stand down as a KEEN trustee.  Situations 
involving employees will be dealt with on a case-by-case basis. 
 
 
Status of this policy. This policy will be reviewed annually. 
This policy was reviewed in April 2017 
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Conflict of Interest Statement 
Trustee or Employee: Please complete this Conflict of Interests Statement and hand it to the 
chair of trustees as soon as a conflict of interest arises or is suspected.  
Chair of trustees: Please make sure that other trustees are made aware of this conflict (or 
potential conflict) and that a quorum of trustees decides on what the response should be.  

Name:   
Date:   
What is the issue that you are raising? 
 
 
 
 
 
 
What do you consider to be the conflict of interest? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed:  
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CONFLICTS OF INTEREST PROCEDURE 
A conflict should be declared to the Chair of Trustees either when the conflict first arises, or 
when it is first recognised that a conflict might be perceived, by using the Conflict of Interest 
Statement above. A potential conflict should be identified at the earliest possible opportunity. 
 
The Chair of Trustees will circulate the completed Conflict of Interest Statement to the 
remaining Trustees and to other external advisers of KEEN if appropriate asking for them to 
each email the Chair of Trustees with their views on whether there is a conflict of interest and 
if so, what further action may be taken. The Trustees should return their responses only to the 
Chair of Trustees, they should not respond to the group.  
 
If a majority of the Trustees agree that there is a conflict, the Chair of Trustees will inform the 
affected Trustee of the position and issue a Conflict management form (attached at below) and 
invite the affected Trustee to complete the form. The Chair of Trustees will endeavour to call 
an extraordinary Trustees meeting with the affected Trustee to review the conflict 
management plan and agree on the most appropriate way forward. 
 
 
The conflict may be managed in a number of ways: 
 

− Its existence may be recorded but otherwise no action taken; 
− The Trustee may not be able to take part in discussions or activities involving 

matters in which he/she may appear to have a conflict; 
− The Trustee may not take part in a decision on matters in which he/she appears 

to have a conflict; 
− Where the conflict is financial, the Trustees may be required to change or sell 

his or her investments to participate 
− As a last resort, the Trustee may be required to resign as a Trustee of KEEN  
−  
− Once agreed, the conflict management plan will be signed by the affected 

Trustee and the Chair of Trustees.  
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Conflict Management Form 
(please expand the rows/boxes as necessary) 
 

1. Name and position of the person making 
the declaration 

2. Date of the initial declaration 

3. Name and position of the person to 
whom the declaration is being made 

 

Issue/Question 

4. Brief Description of the Conflict of 
Interest (CoI) or potential CoI 

5. What decisions or interests of KEEN 
might be or be seen to be affected by 
the CoI/potential CoI? 

6. What actions might be taken to manage 
or avoid the conflict? 

 
Following discussions 
 

Issue/Question   

7. Describe here the course of action 
agreed 

 

8. Which individuals, groups or 
organisations need to be informed 
about the CoI and the course of action 
agreed? 

 

9. Who will inform them, how and when?   

1. Do you wish to review the situation and 
this plan at some point in the future? (If 
so, agree and note when and who will 
initiate that review/further discussion) 

 

 
Sign off by the relevant parties as appropriate 
 
 

 
27 

 



 

 

 
28 

 



 

KEEN Policy on Departures for Day Trips 
 
When budgets allow, KEEN offers Athletes and Members the opportunity to take part in a day 
trip involving the use of a coach or other transport. 
 
KEEN’s policy is to publicise full details of these day trips well in advance of the event, 
including the place that the trip will leave from (the departure point); the time by which 
Athletes or Members should have arrived (the arrival time); and the departure time.  The 
departure time will normally be 15 minutes after the Athlete/Member arrival time. 
 
Our Athletes and Members could become distressed as a result of long delays in departure.  As 
such, KEEN’s policy is to leave at the scheduled departure time even if an Athlete or Member 
booked on to the trip has not arrived at the departure point.  
 
It is the responsibility of those bringing the Athlete or Member to the departure point to know 
where that is, how to get to it and to allow sufficient time to arrive at (or before) the arrival 
time.   
 
In circumstances leading to unavoidable delay (e.g. because of unforeseen traffic delays) those 
bringing the Athlete or Member must ring the KEEN or GrEAT Coordinator as appropriate on 
the KEEN or GrEAT mobile as appropriate to report what the problem is and when they expect 
to arrive.  If the expected arrival time for the delayed Athlete/Member is less than 10 minutes 
after the scheduled departure time, the Coordinator will decide whether departure will be 
delayed.  In situations where the expected arrival time of the delayed Athlete/Member is more 
than 10 minutes after the scheduled departure time, the Coordinator will consult with a 
trustee who will be responsible for making the final decision. 
 
The trustees and staff of KEEN have agreed this policy for the protection and reassurance of all 
Athletes and Members.  Should anyone wish to complain about any aspect of the policy or the 
decisions made as a result of it, these should be directed to the KEEN trustees. The 
Coordinator will be happy to advise on how best to achieve this. 
 
The Coordinator will ensure that everyone sending a KEEN Athlete or Member on a KEEN day 
trip will be made aware of this policy before they sign up for the event. 
 
 
This policy was reviewed in April 2017. 
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KEEN Financial Reserves Policy 
 
KEEN understands that Charity law requires any income received by a charity to be spent 
within a reasonable period of receipt and that trustees should be able to justify the holding of 
income as reserves.  As a result, our reserves policy is as follows. 
 
KEEN will maintain sufficient reserves to enable it to meet its short-term financial obligations 
in the event of an unexpected revenue shortfall and to allow KEEN to be managed efficiently 
and to provide a buffer that would ensure uninterrupted services.   
 
Our main short term obligations are to our three employees and rent; we estimate that we 
need to retain £35,000 of reserves to meet these liabilities in the event of a shortfall in our 
income. 
 
While we expect to reduce our costs in response to falling income before we need to consider 
accessing our reserves, a majority of trustees can agree to release some or all of this reserve 
against specific circumstances.  These might include: 

1. To fill a gap in available funds on a defined short term basis against an agreed process 
to fill the identified funding gap. 

2. To meet an unexpected one-off cost. 
3. To provide a ‘bridging loan’ in support of an agreed expansion activity in advance of 

identified new funds becoming available. 
4. As part of the process of running down the charity. 

 
In the case of items 1 to 3 above we expect the money that is released to be replaced within a 
reasonable period of time. 
 
This policy will be reviewed annually. 
 
 
This policy was reviewed in April 2017 
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KEEN Bribery, Gifts and Hospitality Policy 
 
This policy applies to all persons working for us or on our behalf in any capacity, including 
employees, Trustees, Volunteers, the Coordinator, the Administrator and business partners. It 
is our policy to run KEEN in an honest and ethical manner. We take a zero-tolerance approach 
to bribery and corruption and are committed to acting professionally, fairly and with integrity 
in all our relationships. Any KEEN employee, Volunteer or Trustee who breaches this policy 
will face disciplinary action, which (in the case of employees) could result in dismissal for gross 
misconduct. Any non-employee who breaches this policy may be required to resign his or her 
position with immediate effect. 
 

What is bribery? 

A bribe is a financial or other inducement or reward for action which is illegal, unethical, a 
breach of trust or improper in any way.  Bribes can take the form of money, gifts, loans, fees, 
hospitality, services, discounts, the award of a contract or any other advantage or benefit. 
Bribery includes offering, promising, giving, accepting or seeking a bribe. 
 
All forms of bribery are strictly prohibited. If you are unsure about whether a particular act 
constitutes bribery, raise it with the Trustees. Specifically, you must not: 

● give or offer any payment, gift, hospitality or other benefit in the expectation that a 
business advantage will be received in return, or to reward any business received; 

● accept any offer from a third party that you know or suspect is made with the 
expectation that we will provide a business advantage for them or anyone else; or 

● give or offer any payment (sometimes called a facilitation payment) to a government 
official in any country to facilitate or speed up a routine or necessary procedure. 

 
You must not threaten or retaliate against another person who has refused to offer or accept a 
bribe or who has raised concerns about possible bribery or corruption. 
 

Gifts and hospitality 

This policy does not prohibit the giving or accepting of reasonable and appropriate hospitality 
for legitimate purposes such as building relationships, maintaining our image or reputation, or 
marketing our services. 
 
A gift or hospitality will not be appropriate if it is unduly lavish or extravagant, or could be seen 
as an inducement or reward for any preferential treatment (for example, during contractual 
negotiations or a tender process). Gifts must be of an appropriate type and value depending on 
the circumstances and taking account of the reason for the gift. Gifts must not include cash or 
cash equivalent (such as vouchers), or be given in secret. Gifts must be given in our name, not 
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your name. Promotional gifts of low value such as branded stationery may be given to or 
accepted from existing customers, suppliers and business partners. 
 
You must declare and keep an accurate written record of all hospitality or gifts given or 
received. If you are offered a bribe, or are asked to make one, or if you suspect that any bribery, 
corruption or other breach of this policy has occurred or may occur, you must notify the 
trustees as soon as possible. 
 
 
This policy was reviewed in April 2017 
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KEEN Communications Policy 
 
This policy is in place to minimise the risks to KEEN through use of social media and 
communications with the press. It deals with the use of all forms of communication and social 
media, including email, Facebook, LinkedIn, Twitter, Google+, Wikipedia and all other social 
networking sites, internet postings and blogs. It applies to use of social media for marketing 
purposes as well as personal use that may affect KEEN in any way. 
 
You must avoid making any communications via social media or otherwise that could damage 
our interests or reputation, even indirectly. You must not use social media to defame or 
disparage KEEN, our staff, Volunteers or trustees or any related third party; to harass, bully or 
unlawfully discriminate against staff, Volunteers or Trustees or related third parties; to make 
false or misleading statements; or to impersonate KEEN, our staff, Volunteers or trustees or 
related third parties. 
 
Unless expressly authorised to do so by the Coordinator or the trustees, you must not: 

● express opinions on our behalf; 
● make comments about sensitive topics, such as the details or identities of our Athletes 

or Members, or do anything to jeopardise our confidential information or the personal 
data of our Athletes or Members; or 

● include our logos or other trademarks in any social media posting or in your profile on 
any social media. 

 
Any misuse of social media should be reported to the Coordinator or the trustees. If required 
to do so by us, you must remove any social media content that we consider to constitute a 
breach of this policy. 
 
Any KEEN employee, Volunteer or Trustee who breaches this policy will face disciplinary 
action, which (in the case of employees) could result in dismissal for gross misconduct. Any 
non-employee who breaches this policy may be required to resign his or her position with 
immediate effect. 
 
 
This policy was reviewed in April 2017. 
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KEEN Policy on DBS Checks 
 
KEEN requires that all employees, Volunteers and trustees are DBS checked before they take 
up their post with KEEN or in the case of Volunteers before they attend their third session as a 
KEEN Volunteer.  For the avoidance of doubt, this policy includes anyone working with or on 
behalf of KEEN in any capacity. 
 
In the event that a DBS check highlights an issue it is our normal policy not to allow that person 
to be involved with KEEN in any way.  The only exception is: 

1. Where the offence is minor and does not involve any kind of violence, abuse or similar 
behaviour AND  

2. Only a single incident or group of related incidents occurred AND 
3. Where the offence occurred more than 5 years ago. 

 
In these circumstances the Coordinator will refer the matter to the trustees who, based on the 
nature of the offence, can then agree to either: 

1. Ban the person from any involvement with KEEN or  
2. If the person is a prospective Volunteer ask the Coordinator to interview the person in 

question or if the person is a prospective trustee or employee to ask the Chair of 
Trustees to undertake the interview.  The objective of the interview is to: 

a. Form a view as to the nature and character of the person and thus their 
suitability to work with KEEN. 

b. Ask the person to explain the circumstances of the offence to identify any 
extenuating circumstances and to gain a view on the potential for re-offending. 

c. Produce a brief report to trustees for consideration. 
 
The checklist below is designed to help to structure the interview and to provide the report to 
trustees.  As a result, all questions listed must be asked and answered fully. 
 
Based on the report produced the trustees then have two options: 

1. Ban the person from any involvement with KEEN or  
2. To ask the person to provide the name and contact details of two independent referees.   

 
If the decision to take up references is made, the Chair of Trustees will then take up these 
references.  Only where both are considered satisfactory by trustees will the person be 
allowed to join KEEN. 
 
 
This policy was reviewed in April 2017   
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Question 
 

Please delete as 
appropriate  

Comments/Notes 
 

Did the applicant declare the 
matter before the DBS check 
was made? 

Yes / No  
If ‘No’ state reason 

 

Does the individual agree that 
the information detailed on the 
DBS Certificate is correct?  

Yes/ No  
If ‘No’ what do they 
think is incorrect 
and why? 

 

What is the individual’s attitude 
to the offence/s now?  

regret/remorse/ 
justified/denial/othe
r (please state) 

 

Would they do anything 
differently now? 

Yes / No 
If ‘Yes’ specify what 
 

 

Has the individual’s 
circumstances changed since 
the conviction? 

Yes / No  
 
If ‘Yes’ specify what 

 

Are there any mitigating 
circumstances? e.g. immaturity, 
traumatic life event 

Yes / No  
If ‘Yes’ specify what 
 

 

GUIDANCE 
Unlike our policies which are mandatory, our guidance is to help all of those involved with 
KEEN to make the best possible judgement in key areas.   
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16-17 Turl Street, Oxford, OX1 3DH 
01865 264173 / 
keen@keenoxford.org 
www.keenoxford.org 

 
KEEN 
Oxford   @keenoxford 

Patrons: Archbishop Desmond Tutu 
and Dame Fiona Caldicott 

 
Code of Conduct for Volunteers 
 
As a volunteer you must: 

1. Be responsible for the health, safety and welfare of the Athlete who you are paired up 
with during the entirety of the session. 

2. Understand what is meant by safeguarding and your responsibility to help provide a 
safe environment for Athletes, Members and fellow volunteers.  

3. NEVER put yourself in a situation where you are alone with an Athlete in a room. If 
your Athlete needs to be taken to the toilet you MUST bring another volunteer with 
you. They can leave their Athlete in the care of the Coordinator or another volunteer.  

4. Report any suspicious behaviour or comments by Athletes or volunteers straight to the 
Coordinator and report all incidents and concerns (including near misses) to the 
Coordinator during or after the session.   

5. NOT lift any Athlete unless you are trained to do so and have informed the 
Coordinator. Any lifting is done at your own risk.  

6. Never use physical punishments. It is not your job to discipline your Athlete, though 
you should discourage bad behavior.  

7. Praise good behaviour and achievement and set an example with your own behaviour.   
8. Be aware that physical intervention is only appropriate where the purpose is to protect 

the health and safety of others or yourself and should only be used with the minimum 
of force for the minimum of time.  

9. Act as a role model to your Athlete, treating everyone equally and respectfully. 
10. Abide by the law. This includes undertaking not to consume alcohol if you are under 18 

and not to supply it to under 18’s.  
11. Not lose sensitive information about KEEN Athletes and Members or disclose such 

information to people outside of KEEN.  
12. Not take photos at KEEN sessions other than on an approved device with the 

Coordinator’s permission. 
13. Realise that by wearing the KEEN logo, you are an ambassador for the charity.  
14. Not make any public statements on behalf of KEEN or any that may appear to be on 

behalf of KEEN without discussing this with the Coordinator and you must not use 
KEEN’s logo without permission.  

15. Not engage in private communication with any Athletes under the age of 18 outside of 
sessions and must not open the possibility of such communication (e.g. Facebook 
friends). Communication with over 18’s is at your discretion but you are reminded of 
your responsibility to act appropriately.  

 
We hope that you enjoy your time as a KEEN volunteer and enjoy the pleasure and feeling of 
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wellbeing that comes from knowing that you are providing a fantastic service to the Athletes 
and Members that use KEEN and their families. We would also love for you to participate in, 
and enjoy, the social events that are associated with KEEN.  
Please be aware that a full copy of KEEN’s policies and procedures is available on the KEEN 
website, at www.keenoxford.org/discover/. 
 
Your usual point of contact is the KEEN Coordinator (keen@keenoxford.org) but if you would 
like to discuss any matters in confidence, you can contact the wellbeing team 
(wellbeing@keenoxford.org) or the Chair of Trustees (chairoftrustees@keenoxford.org).  
 
 
This Code of Conduct was reviewed in November 2016 
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Guidance 

 

KEEN Session Age Limits 
 
KEEN has limited resources and occasionally has more Athletes and Members wanting to come 
to KEEN or GrEAT than we can accommodate.  At the same time, we make our sessions age 
appropriate and therefore not every session can be open to every Athlete. 
 
The objective of this guidance is to help everyone to understand how our sessions are 
structured. 
 
We provide guidance on KEEN and GrEAT session age limits and have not set a policy around 
this as we understand that some of our Athletes have delayed development.  This often makes 
their physical age inappropriate as a means of dictating which sessions they should attend. 
 
Allsorts – Saturday afternoon sports session 
Target age group: 4 to 25 (in two sessions with the first aimed at Athletes usually up to 12). 
In the year that an Athlete turns 25 they will graduate from Allsorts and will no longer be a 
KEEN Athlete although they will still be welcome to attend GrEAT.  New Athletes will not 
normally be accepted into Allsorts if they are over the age of 18 and above. 
 
Zig-Zag – Thursday early evening Drama, music and art session 
Target age group: 4-11.  
Athletes usually progress from Zig-Zag to KEEN Teens when they are ready but this is usually 
before they are 18. 
 
KEEN Teens – Social Club for teenagers 
Target age group: 11-21.  
There is no fixed age of transition from KEEN Teens to GrEAT.  Athletes aged 18 can opt to 
stay at KEEN Teens until the end of the academic year that they turn 21, or later at the 
Coordinators discretion. 
 
GrEAT – Over 21s Social Activities 
Target age group: 21 upwards (with no upper limit) but any Athlete over the age of 18 can 
choose to attend GrEAT with the agreement of the GrEAT Coordinator. 
New Athletes over 21 who have not previously attended KEEN will normally only be accepted 
into GrEAT as a GrEAT Member. Graduating KEEN Athletes will take priority if places are 
limited. 
 
KEEN+ Activities and Special Events 
Target age group: no specific target 
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Dependent upon the activity and its purpose. Most KEEN+ activities and Special Events will 
only be open to Athletes aged 25 or under, unless it is a specific GrEAT activity or a family 
event. 
 
Admission to Sessions 
KEEN operates on a ‘drop-in’ basis for both Athletes and Volunteers.  KEEN will always 
endeavour to allow as many Athletes or Members to attend each session as is possible. 
However there may be some sessions in which allowing all Athletes or Members to attend 
would jeopardise an appropriate volunteer:Athlete/Member ratio. In these circumstances the 
Coordinator will judge if any Athletes or Members need to be turned away.  These will 
normally be those turning up late to a session. 
 
 
This guidance was reviewed in January 2017. 
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Confidentiality 
 
It is important that we maintain the confidentiality of our Athletes, Members and Volunteer 
coaches, especially when referring to incidents that involve them. 
 
All written material containing detailed information about Athletes, Members and Volunteer 
coaches should be marked ‘Confidential’ and access restricted as appropriate but not in a way 
to prevent it being used for the purpose for which it was created.  An example is 
Athlete/Member Profile cards.  It must also conform to the KEEN Data Protection and  
 

Document Retention Policy 

Any publicly available documents should refer to the person’s initials.  Where specific 
communication is required for instance by email, then the title of the email should be 
‘Confidential’ and the recipient should then treat the contents of the email in the appropriate 
manner. 
 
 
This guidance was reviewed in January 2017. 
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Manual Handling (lifting) and Physical Contact 
 
This guidance recognises that manual handling of Athletes and Members may be necessary for 
toileting and personal care. It may also be necessary in emergency situations if it will prevent 
accident or injury. 
 
At the same time, there are now strict guidelines covering all forms of physical contact with 
young and vulnerable people that are designed to safeguard the individual. 
 

Manual handling of Athletes and Members 

Manual handling of Athletes and Members can cause injury to the Athlete or Member and to 
the person doing the handling and should be avoided if it is at all practically possible. 
The Coordinator must ensure that: 

● Volunteers and session leaders are aware of the relevant parts of this guidance 
● Manual handling and lifting of Athletes and Members is not part of any planned activity 

during any KEEN session 
● KEEN has adequate records of the safe manual handling procedures for Athletes and 

Members who require lifting for toileting or personal care 
● If manual handling of an Athlete or Member is necessary during a session, that the 

Volunteers who will carry out the manual handling are physically able to carry out the 
safe manual handling procedures for that Athlete or Member and have any training or 
equipment that may be necessary 

● Parents and carers are given the opportunity to carry out the manual handling of their 
own Athletes or Members (or provide a qualified carer to do so) at their own risk if they 
wish. 

 

Physical Handling of Athletes and Members (physical contact) 

In the course of KEEN or GrEAT sessions it is inevitable that physical contact will occur 
between our Volunteer Coaches and our Athletes and Members.  Indeed, some of our Athletes 
and Members require physical contact between themselves and the Coach in order for them to 
fully participate in and enjoy the session. 
 
This guidance sets out our approach for managing this situation and defines boundaries within 
which KEEN will operate.  As part of this approach, we will ask the Athlete or Member’s parent, 
carer or legal deputy for information about their individual’s needs, and existing management 
plans of any type that is relevant and put in place by other agencies or organisations.  It is our 
intention to work within these existing plans and not to develop ones of our own. 
 
The rules within which we will work are: 
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1. We will implement and work within current safeguarding good practice.  All Volunteers 
are asked to undergo safeguarding training.  Those who have not will be supervised at 
all times by a trained Volunteer and will never be left alone with an Athlete or Member. 

2. We will ask all of our Volunteers to subject themselves to a DBS check.  Those new 
Volunteers who have not yet been checked will be supervised by a Volunteer who has 
been checked at all times and will never be left alone with an Athlete or Member. 

3. As described previously, after taking guidance from an Athlete or Member’s parent, 
carer or legal deputy we will work within any care or management plan developed for a 
given individual by another agency or organisation.  This is on the understanding that 
the whole plan is made available to us and that any specific training needs are identified 
and undertaken before it is implemented. 

4. We will at all times use minimal physical intervention and will use current best practice. 
KEEN trustees will seek to provide or secure any specific training identified as 
necessary by the Volunteers, Coordinator or trustees. 

5. Any form of violence (physical, verbal or emotional) towards an Athlete or Member by 
a Volunteer will be taken seriously and will normally be reported to the police after 
consultation with parents, carer or legal deputy (as appropriate) and trustees. 

6. We recognise that KEEN has a duty of care to its Volunteers as well as its Athletes and 
Members.  Our approach is to put in place the best possible management plan for 
Athletes and Members, to give our Volunteers adequate training and to assess risk of 
behavioural issues regularly.   

7. We will review our approach annually and after any major incident that has involved 
physical handling issues of any kind.  

 
 
This guidance was reviewed in January 2017 
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Absence of a Coordinator 
 

Outline and Principles 

If either the KEEN or GrEAT Coordinators cannot attend a session, whether through illness or 
planned absence, it is expected that the other Coordinator will step in to run the session.  This 
is the preferred option. 
 
If this proves not to be possible for any reason it may still be possible to run the session, 
providing that certain criteria are met. The minimum requirements for a KEEN session to go 
ahead in the absence of a Coordinator comprise the following elements: 

● A person to act as Coordinator 
● The implementation of KEEN’s policies 
● The provision of First Aid 

 
Therefore there are a number of scenarios in which a session may go ahead in the absence of a 
full-time Coordinator. 

● An ex-Coordinator, with knowledge of KEEN’s current policies, acting as stand-in 
Coordinator at the session, and at least one Volunteer or trustee with current first-aid 
training willing to act as first-aider at the session.  It is acceptable if the ex-Coordinator 
is also the first-aider. 

● One experienced Volunteer with knowledge of KEEN’s current policies, acting as a 
stand-in Coordinator at the session, and at least one trustee attending the session with 
another Volunteer or trustee with current first-aid training acting as first-aider at the 
session. In this scenario the first aider cannot be the stand-in Coordinator or trustee – 
they must be separate. 

 
To qualify as having first-aid training the individual must either hold a current first-aid 
certificate from a one day (or higher) course, or be a qualified doctor or nurse. It is NOT 
sufficient to be a medical or nursing student. 
 
In the event that a Coordinator is unable to fulfil their duties for a prolonged period, an 
emergency meeting of the trustees should be called as soon as possible to address how KEEN 
will operate with just one Coordinator.  The results of the emergency meeting will determine 
the exact course of action. The following are suggested guidelines. 
● Initially, it may be appropriate and possible to attempt to continue sessions in the 

short-term by resorting to the procedure for short term absences. Any extended use of the 
short-term absence policy must be kept under constant review by the trustees and 
cancelled if the strain upon the remaining Coordinator is becoming unreasonable. 

● There may be additional persons available, whether they be Volunteers or trustees, willing 
and able to help the remaining Coordinator and Administrator on a short-term basis with 
the daily running of KEEN. 
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In most scenarios it may be that the only course of action will be to suspend some KEEN or 
GrEAT activities and to attempt to recruit and train a replacement Coordinator, according to 
the available budget and the relevant employment laws. 
 
 
This guidance was reviewed in January 2017. 
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Inviting an Ex Coordinator to become a trustee 
 
It is recognised that once a Coordinator has completed their term of office they are probably 
better placed than anyone else to advise on how KEEN should be run.  If there is a vacancy on 
the board of trustees there is a natural inclination to retain that knowledge by inviting the 
ex-Coordinator to become a trustee. 
 
Points to consider here are: 

● The role of KEEN or GrEAT Coordinator is demanding and that as a result the 
ex-Coordinator may wish to take a break from KEEN. 

● Part of KEEN’s success is the diversity of approach that different Coordinators bring. 
● The potential for the new Coordinator to feel in some way intimidated by the continued 

presence of the ex-Coordinator in a trustee role. 
 
For these reasons trustees should consider the following before inviting the ex-Coordinator to 
be a trustee. 

1. Does the ex-Coordinator really want to continue being part of KEEN? 
2. If they do, would they like to take a break before taking up a trustee role? 
3. If an ex-Coordinator does become a trustee directly after their term as Coordinator 

they should not normally be expected to take a role mentoring the new Coordinator 
unless the new Coordinator is entirely happy with this situation. 

4. Trustees should avoid the situation where the views or approach of one Coordinator is 
allowed to persist beyond their term in office at the expense of new ideas coming from 
subsequent Coordinators. 

 
 
This guidance was reviewed in April 2017 
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Intimate Personal Care Guidance 
 
The nature of the way in which KEEN operates means that there will be instances where our 
Volunteers or staff have to administer intimate personal care to our Athletes or Members. 
Where intimate personal care is delivered this will always be done sensitively and 
appropriately. Staff and volunteers will be aware of the need to maintain privacy and dignity 
when dealing with intimate personal care needs.  
 

Definitions 

Intimate personal care is taken to mean hands-on physical care in areas of personal hygiene, 
physical presence or observation during such activities.   
 
Intimate personal care includes but is not limited to:  

● toileting, wiping and care in the genital and anal areas  
● incontinence care 
● placement, removal and changing of incontinence pads 
● menstrual hygiene 
● dressing and undressing 
● washing 

 

Deciding on the appropriate person to carry out the task  

It is of the utmost importance that all personal hygiene tasks are undertaken in a manner that 
complies with our safeguarding policy.  In particular at least two Volunteers must be present 
when personal care is being carried out.  
 
It is important that all of an Athlete or Member’s needs are considered when deciding on those 
volunteers who will be working with them. 
 
The Coordinator shall take all practical steps possible to ensure that the Volunteers providing 
care are the same gender as the Athlete or member being cared for.  It is acknowledged that at 
times there may be insufficient Volunteers of the same gender to carry out the principle of 
same gender care.  
 
It is therefore acceptable for the intimate personal care needs of male Athletes or Members to 
be carried out by female Volunteers, if no male Volunteer is available.  Where a female Athlete 
or Member requires assistance in the areas of dressing, toileting and menstrual hygiene, the 
Coordinator must ensure that female Volunteers are available to provide this care.  
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Male volunteers may only work with female Athletes and Members in the areas of dressing, 
toileting and menstrual hygiene in cases of necessity or urgent need and when no other option 
is available.  Our prime objective is to avoid this situation from arising.  
 

Personal Care Plan 

A personal care plan will be written up for any Athlete or Member requiring regular intimate 
personal care other than toileting or changing incontinence pads. This will detail the level of 
support required and how it is to be delivered. This will usually be included in the Athlete or  
 
Member’s profile card which is shown to any volunteer working with that athlete.  
 

Safety 

Meeting the intimate personal care needs of an Athlete or Member carries a measure of risk to 
both Volunteers and the Athlete or Member user. The risks can include the following:  

● injury to Athlete or Member or Volunteer due to accident/poor work practice  
● moving and handling  
● infection from bodily fluids  

It is therefore important that safeguards are put in place to minimise the risk to staff, 
Volunteers and the service user.  
 

Suspected Abuse 

In the event that any suspicious bruise or skin damage is noted, this should be recorded and 
brought to the attention of the Coordinator.  Any signs of suspected abuse will be recorded 
and reported immediately according to the Safeguarding policy.  
 

Training 

The Coordinator is responsible for ensuring that Volunteers are trained in delivering intimate 
personal care if necessary. This will generally take the form of being shown, by an approved 
member of staff or Volunteer, the correct procedures to carry out all areas of care appropriate 
to individual service users.  
 

Independence 

It is emphasised that in this, as in all other areas of work, a prime aim of carrying out intimate 
personal care will be to develop the skills and abilities of the individual to enable them to 
become as independent in the task as possible.  
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Volunteer support  

We understand that some Volunteers may feel uncomfortable about providing personal care 
to Athletes or Members.  As a result, Volunteers will have the opportunity to say if they are 
uncomfortable with a particular area of practice, or if they feel vulnerable in carrying it out.  If 
this is the case, the Coordinator will find other volunteers to carry out the care.  
 
 
This guidance was reviewed in April 2017. 
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Fundraising 
 
The objective of this guidance is to define the parameters within which KEEN will accept 
funding from a donor of any kind. 
 
Our priority is to ensure that no donor will influence the way in which KEEN operates such that 
we retain absolute autonomy over our actions.  We do however understand that some donors 
may wish to publicise their donation to KEEN, may wish to use photographs or produce written 
material about the work of KEEN and may wish to attend some of our activities. 
 
We also do not wish KEEN to be associated in any way with organisations that have shown to 
have anything other than high standards of ethics within their own organisation and the way in 
which they conduct themselves. 
 
The KEEN logo acts as our trade mark and will only be used or reproduced with the specific 
agreement of the Coordinator and at least one trustee. 
 
In these circumstances our guidance is as follows: 

1. KEEN will normally only accept donations from organisations that we consider to be 
suitable and where accepting a donation will not subject KEEN to any criticism from 
any of our stakeholders.  For instance, we will not accept donations from organisations 
known to be involved with human rights abuses or where the activities of that 
organisation can lead to human suffering.  The trustees will provide the final decision 
on this point. 

2. Only photographs of Athletes or Members with the appropriate photographic 
permissions in place at the time at which the photograph is taken will be allowed. 

3. KEEN retains the right to have full editorial control over any written material about 
KEEN and this must be agreed in writing with the donor before the written material is 
produced. 

4. Attendance at any KEEN session by the donor, the donor’s agent or people working on 
behalf of the donor must be agreed in writing (text or email will be accepted) with the 
current KEEN or GrEAT Coordinator before attendance. 

5. Where the presence of the donor, the donor’s agent or people working on behalf of the 
donor causes any kind of issue, problem or distress to a KEEN Athlete, Member or 
Volunteer then the donor, the donor’s agent or people working on behalf of the donor 
will be asked to leave immediately. 

6. No requests from the donor, the donor’s agent or people working on behalf of the 
donor will be agreed to if the Coordinator considers that this will interfere unduly with 
the efficient and smooth running of the session or if there is any risk of causing concern 
among the Athletes, Members or Volunteers. 

 
 
This guidance was reviewed in April 2017 
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PROCEDURES 

Unlike policies or guidance, procedures provide instructions on the actions that must be 
undertaken in the event of a particular situation. 
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Lost Athlete or Member Procedure 
 
It is essential that every Athlete attending a KEEN session has an identifiable person who has 
full responsibility for them during a session. This is usually the Volunteer who has been paired 
up with the Athlete but may also be a parent/carer who has chosen to stay for the session or 
the Coordinator.  In the case of GrEAT, Volunteers have a collective responsibility to all of the 
Members attending the session. 
 
When an Athlete or Member is found to be missing this must be reported immediately to the 
Coordinator by the responsible person.  The Coordinator will assess the situation by: 

● Asking the responsible person about where and when the Athlete or Member was last 
seen 

● Checking entrances and exits to the site to ascertain which ones are unlocked 
● Asking KEEN Volunteers and other users of the site whether they have seen the 

Athlete or Member in question. It may be particularly helpful to ask the staff of the site 
about this. 

 
If the Coordinator is reasonably certain that the athlete is still on site they should: 

● Identify a small group of Volunteers/parents/carers to search the site ensuring that no 
Athlete or Member is left unattended 

● Agree a time and place for all searchers to report back 
 
If the Coordinator is not reasonably certain that the Athlete or Member is still on site they 
should: 

● Immediately contact the police and request support 
● Contact the parent/carer of the Athlete or Member to inform them of the situation 
● Organise a search of the local area using the same method as descried above. 

 
Irrespective of the outcome an incident form must be completed after the event by the 
responsible person and this should be made available to the trustees so that the incident can 
be properly reviewed. 
 
 
This procedure was reviewed in April 2017 
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Incident Procedure 
 
An incident is defined as any situation where any of the following has occurred: 

● Anyone attending a KEEN session is injured by another party 
● Anyone attending a KEEN session has by their actions potentially put other people in 

danger 
● The behaviour of anyone attending a KEEN session has caused serious distress to 

others 
● An employee or Volunteer has physically restrained an Athlete or Member. 

Note that if an Athlete becomes lost, this is subject to a separate procedure 
 
Records of such situations must be made according to the following procedure: 

1) Any Volunteers present will assess the situation and take actions necessary to protect 
the health and safety of those around. 

2) A Volunteer must contact the Coordinator as soon as possible during or after the 
incident 

3) The Coordinator will ask for witnesses to the incident and ascertain exactly what 
happened. 

4) Details of all incidents and accidents (even those not involving injury) must be 
transferred to an incident form (see Accident Procedure).  These forms are stored 
confidentially in the KEEN office. 

5) Parents/carers are contacted and informed of the incident by the Coordinator. A copy 
of the incident form should be made available to them. 

6) A copy of the incident form must be made available to the trustees who will review the 
incident in relation to the appropriate risk assessment with a view of future prevention. 

 
 
This procedure was reviewed in April 2017 
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Accident Procedure 
 
The Coordinators have basic first aid training that qualifies them to practice first aid in the 
work place.  Where practically possible, there should be at least one other person qualified in 
first aid present at every session and an adequate number of first aid kits should be brought to 
each session. 
 
On occasions where Athletes or Members are split into groups and separated (e.g. on day trips) 
there should be one first aid kit per group and ideally one person qualified in first aid per group. 
 
All Volunteers should be informed of whom they can go to if there is an accident. 
 

Procedure in case of an accident 

A Volunteer present at the scene of the accident will assess the situation and call a person 
qualified in first aid if treatment is required. 
 
The first aider will administer treatment and/or call for further assistance. 
 
The Coordinator will be called as soon as possible. 
 
The person first witnessing the accident will complete an entry on an incident form with the 
Coordinator. 
 
Parents/carers are contacted and informed of the accident by the Coordinator.  A copy of the 
incident form should be made available to them. 
 
A copy of the incident form must be made available to the trustees who will review the incident 
in relation to the appropriate risk assessment with a view of future prevention.  
 
 
This procedure was reviewed in April 2017 
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Complaints Procedure 
 
Everyone has a right to express their views or complain about a service provided by KEEN. By 
inviting comments and encouraging feedback, KEEN aims to ensure that its services are 
continually reviewed and meet the needs of users. 
 

Procedure 

It is hoped that any problems or complaints from whatever source about KEEN may have can 
be dealt with informally with the KEEN or GrEAT Coordinators as appropriate.  
 
If a problem cannot be solved in this way they should write, giving full details of their complaint 
to: 
 
Chair of Trustees 
KEEN 
16-17 Turl Street 
Oxford 
OX1 3DH 
 
The Chair of Trustees will then discuss the matter confidentially at a meeting of the trustees 
with the view of resolving the complaint amicably and to the satisfaction of all those involved.   
 
 
This procedure was revised in April 2017 
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Procedure in the Case of Transport Problems With a 

Third Party Provider 
 

Transport provided by OCC 

Oxfordshire County Council provides transport to KEEN sessions for some Athletes.  Members 
have always been responsible for their own transport and are unaffected by this procedure. 
Currently this transport is provided by Pauline MacKinnon (Accessible Childcare Information 
Officer, Oxfordshire County Council).  The Coordinator should refer any general problems or 
issues with transport to her. 
 
It is the responsibility of the Coordinator to inform Pauline well in advance of any changes to 
sessions such as location or timing (especially in relation to the KEEN Olympics). 
In the event of a taxi not arriving or any other issues at the time of a KEEN session, these are 
out of office hours and so the Social Services Emergency Duty Team should be contacted 
on 0800 833408, quoting the name of the child and the transport provider.  Only the Social 
Services Emergency Duty Team has the authority to amend a taxi booking, or make a new 
booking on behalf of a KEEN athlete.  It is not the role of KEEN to provide emergency transport 
under any circumstances. 
 

Transport provided by parents. 

Where transport is provided directly by parents in their own car or a taxi, the parents should 
be contacted if they or their transport does not arrive.  If they cannot be contacted then the 
Social Services Emergency Duty Team should be contacted on 0800 833408 and informed of 
the problem.  It is not the role of KEEN provide emergency transport under any circumstances. 
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